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FOREWORD

This handbook has been prepared by the Town Manager and the Town Clerk to provide board and
committee members with some basic information about the requirements of board and committee
membership. The Handbook provides summary information only, and refers board and committee
members to sources of information which are more detailed, some of which are included in the
appendix.

Many residents have served the Town over its long history. Their contributions of time and
thoughtful consideration of the many issues and challenges confronting the Town are greatly
appreciated. Through service to the community board and committee members will have a
unique opportunity to get to know the workings of Needham from an insider

l|Page



The Annual Town Election is held on the second Tuesday in April of each year, and the Annual Town
Meeting for the transacting of business begins on the first Monday in May of each year. If the
business is not completed that day, an adjournment shall be taken to the next following
Wednesday. If any business shall then remain unfinished, adjournment shall be taken to the next
following Monday, with successive adjournments to the next following Wednesdays and Mondays
until all business is completed, unless otherwise voted at one of the scheduled meetings. Special
Town Meetings may be called by the Board of Selectmen as needed
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http://www.needhamma.gov./

complete a volunteer application form available on the Town
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http://www.muniprog.eth.state.ma.us/

ORGANIZATION OF BOARDS
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MEETINGS

Materials dealing with meetings are included in the Open Meeting Law, Summary of the
Conflict of Interest Law, and the mandatory education and online training requirements. These
documents are provided by the Town Clerk upon each board member
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mailto:TownClerk@needhamma.gov

contact the Town Manager
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While the public is permitted to attend an open meeting, an individual may not address the public
body without permission of the chair. An individual is not permitted to disrupt a meeting of a public
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body, and at the request of the chair, all members of the public shall be silent. If after clear warning
a person continues to be disruptive, the chair may order the person to leave the meeting, and if the
person does not leave, the chair may authorize a police officer to remove the person.

PUBLIC HEARINGS
Some boards and committees regularly hold public hearings, and others may do so occasionally.
Hearings are held for the purpose of gathering information from which the board or committee
members can draw a conclusion. Written notices, the initiation of the hearing, and the written
conclusions of a hearing may have strict legal time limitations that vary with the nature of the
hearing and the type of board. Several procedures are common to all hearings. The Chairman or
other designated person should run the hearing and state the guidelines and time allowances, if
any, before any testimony is given. All questions should be directed to the chair who in turn may
ask for a response from the floor. A sample format for the hearing is as follows:

1. The Chairman opens the public hearing, announcing the nature and purpose of the
hearing, identifying the particular matter, and reciting the notice given.

2. The Board hears presentations by the proponent, and recommendations from staff or

other agencies.

Board members ask questions of the proponent and/or staff and other officials.

The Chairman recognizes members of the public for question or comment.

The Chairman closes the public hearing.

Members deliberate on findings and merit.

The Chairman entertains motions to render a decision, or to take the matter under

advisement, announcing the intended date of decision.
8. Incertain circumstances, the hearing will be continued to a date certain.

No gas~w

EXECUTIVE SESSION

Deliberations and votes held in private (executive session) are allowed under certain circumstances.
Executive sessions may only be held after the committee convenes in an open public session, and
for very specific purposes as outlined on Appendix D. Boards and committees that do not regularly
hold executive sessions are strongly encouraged to contact the Town Manager in advance of the
meeting for guidance. If an executive session is deemed appropriate, the following procedure
should be used: 1. the Chairman declares that a quorum is present; 2. the meeting is convened
in open session, 3. the Chairman states the purpose of the executive session, 4. a roll call vote is
taken to go into executive session, 5. the Chairman declares whether the meeting will or will not
reconvene after the executive session.

CONDUCT OF PUBLIC OFFICIALS

CONFLICT OF INTEREST LAW

In addition to the Open Meeting Law, the conduct of public officials is subject to the Conflict of
Interest Law. The State Ethics Commission maintains a website which details all aspects of the Law.
That site may be accessed at http://www.mass.gov/ethics/. Members of boards and committees
are considered
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http://www.mass.gov/ethics/
http://www.mass.gov/ethics/

rules, as they may face civil and criminal penalties for taking prohibited actions. Many aspects of
the law are complicated, and there are often exemptions to the general rules. Board members
who have any concerns about potential conflict should consult with the Town Clerk or Town
Manager, who will relay the question to Town Counsel if warranted. Alternatively, board
members may seek legal aavice Trom the ETnics Commission.

In general:
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MISUSE OF POSITION

No unwarranted privilege should be sought or used if the reasons for the privilege or offer come as

a result of serving in an official Town capacity. In addition, no Town equipment or facilities should
be used for personal gain.

REVOLVING DOOR RESTRICTIONS

Using friendships, associations, or confidential information obtained or formed while serving in
local government to obtain special consideration or privilege after leaving the office or appointed
position is prohibited.

Attachments:
Appendix A - Appointed Boards, Committees and Commissions

Appendix B - Sample Meeting Notice and Agenda
Appendix C
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Appendix D



Appendix E



Appendix F
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